THE SERHOLD MODULE

e SERHOLD is the journal holdings section of DOCLINE.

e 1.4 million holdings statements; over 48,000 serial titles; over 3,000 libraries.
o Linked to LOCATORplus, NLM’s catalog — http://locatorplus.gov.

e Every title in SERHOLD must be in LOCATORplus.

ACCESSING SERHOLD

e To enter the module, click on SERHOLD.

e There are 3 menu choices — Search/Update/Add, Search/View or
Reports.

e Search/Update/Add is used for adding or updating your holding
information.

e Search/View is used to find libraries that hold a particular title.

e Reports let you access the available SERHOLD reports.
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SEARCH/UPDATE/ADD

e The Search/Update/Add screen shows two tabs: SERHOLD and
LOCATORplus.

e The SERHOLD tab is divided in two sections: Bibliographic
Search/Update/Add and Search Limits.

e The LOCATORplus tab allows the searching of LOCATORplus while
imbedded in SERHOLD.
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http://locatorplus.gov/

ADDING HOLDINGS TO SERHOLD

e To add a title to your SERHOLD data, remain in the SERHOLD Tab.

e In the Bibliographic Search/Update/Add section, enter the NLM
Unique ID, the ISSN, the OCLC Number, or the Journal Title or Title
Abbreviation. NOTE: The Title Abbreviation must be the official MEDLINE
Title Abbreviation.

e NOTE: If you do not know any of this information, you will need to do a
search in the LOCATORplus Tab.

e In the Search Limits section, the My Library criterion is a default selection.
Notice the box is checked next to the selection. Nothing else needs to be
selected in this section.

e Click on Search.
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e The Reset Bib Search button allows you to clear only the Bibliographic
Search/Update/Add section.

e The Reset Search Limits button allows you to clear only the Search Limits
section.

e The Reset All button allows you to clear the SERHOLD tab.

e The Help button opens in a separate window the SERHOLD portion of the
Online DOCLINE Manual.



ADD HOLDINGS SCREEN

The top portion of the screen is the title’s bibliographic information.
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CHECK APPROPRIATE LIBRARY

This option allows those people with SERHOLD access to more than one
library to select the correct library.

Majority of libraries will only have only their library listed and checked. No
action is required.

To add holdings, check the appropriate library or libraries
™ Lniversity Hospital (Test
Fecaord) (Austin, Tx; LIBID: THLUFXE) [Dema]

RETENTION PoLicy

Click on the radio button next to Retained for a limited period or
Permanently retained.

Retained for a limited period means the title is held for a certain number
of years back. Ex. last 10 years, last 5 years.

Retenton Folicy
* Retainad for a limited period (8] © Pammanently retainad (2]

When Retained for a limited period is selected, the right side of the Add
Holdings Screen has the following Holdings owned choice:
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Type in the number of years, months or editions retained in the box next to
Latest.



e Permanently retained means the policy is to retain all years of the title.

Retention Policy:
" Ratained for a imited panod (6) & Pamanentty retainad (8]

o« When Permanently retains is selected, the right side of the Add Holdings
Screen has the following add Holdings owned choice:

Acquisition Staius
O Cumendly neciang (4) T Mo langer acquimag (5

—alding s averied

insert Row | Delste | Reset | Delee a8 | Son

e First, select the Acquisition Status as either Currently receiving or No
longer acquiring.

e Currently receiving means the library is still subscribing to the title.

e No longer acquiring means the title is no longer subscribing to the title.

e In the Holdings owned section, type in the volume number(s) and year(s).

e When a title is Currently receiving, you need to only enter the Begin
Volume and the Begin Year. Leave End Volume and End Year blank.

e When a title is No longer acquiring, you need to enter both the Begin
Volume and the End Volume, and the Begin Year and the End Year.

e The Insert Row button allows you to skip not owned or incomplete years in
your holdings statement.

e The Delete button allows you to delete a row. NOTE: the cursor needs to be
blinking in the row you want to delete.

e The Reset button lets you clear any changes made.

o The Delete All button deletes the entire holdings statement.

e The Sort button allows you to resort the order of the rows in chronological
order.
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PHYSICAL FORMAT

o Select the physical format of the title.

e Text (tu) is the default choice.

e For electronic journal title, use Computer file, remote (cr).

e For titles held in multiple formats, either create a holding record for each
physical format, or use Multiple physical forms (zm).

Fhysical Format

Tesd, regular print (ta)

Text, large print (th)

Text, Braille {tc)

Text, looseleaf (id)

Text, ather itz)

Yideorecording  (wvu)

“ideaorecording, videocartridge  (wc)
Yideorecording, videodisc (wd)

Yideorecording, videocassette () J
Yidearecording, videoreel [wr) [~

COMPLETENESS

o Completeness requires you to estimate the amount of actual holdings you
have. Of the years you retain, you need to consider how much is missing.

e The estimate should take missing issues and/or months into account. Entire
missing years can be included in the holdings statement.

Completeneggj |Inf|:|rmati|:|n not available or Betention is limited (0) j

Commitment Lg
|N|:| special comrm

Complete (35%-100% hald) (1)
—|lncomplete (50%:-34%: held) (2
AddedModifiedver, incomplete or scatterad

—

|-—-.

Less than 50% held) ()

COMMITMENT LEVEL
o Commitment level refers to any institutional policy to retain the title.
e Majority of libraries have No special commitment to retain title (2).

_ommitment Level:

|N|:| special commitment to retain title () j

Wil hold title for national cormmitment (M)
Will not cancel title without notifying resource libraries (F)
Wil hold title for state commitment ()

Wil hold title for consoriumflocal commitment ()




ADD BUTTON
e Click on Add when you have finished adding your title.

Add Return to Search | Reset | Help |

e You will receive a message saying a record was added.
e Click on OK.
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e Then you will see the following screen that shows your library’s holding
statement for the ftitle.
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SEARCHING LOCATORPLUS IN SERHOLD

LOCATORplus is available as a searching tool to assist you in finding the
correct serial title to add.

You should use the LOCATORplus tab when you do not have any of the
necessary bibliographic information.

To search LOCATORplus, click on the LOCATORplus tab.

Notice that LOCATORplus is imbedded in DOCLINE.

The easiest way to search for a serial title is to remain in the Simple Search
format and to switch to Journal Title Search in the Search In box.

Click on Search.
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The Search Results screen lists potential titles.

All the LOCATORplus functions are available, except the check box next to
each individual title will not allow you to mark the title.

To select the appropriate title, click on any of the title information: title name,
dates of publication or ISSN.
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Now you are on the title’s Bibliographic Information page.
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NOTE: the Back to SERHOLD button means that the title data has not

been captured.

Once you are on the title’s Bibliographic Information screen, the button

changes to Return to SERHOLD Search.

Now the data has been captured and you can continue add the title as
instructed under Adding Holdings to SERHOLD.
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ADDING TITLES NOT IN LOCATORPLUS

e Every title in SERHOLD must be in LOCATORplus.

e To add titles not in LOCATORplus, a form must be mailed to NLM asking them
to consider the title for inclusion in the catalog.

e NLM LOCATORplus Bibliographic Data Addition/Modification Form:
http://www.nlm.nih.gov/tsd/serials/nlm_bib_add_mod_form.html.

e Remember: the title will have to be added to the catalog so it could be a
long time before you hear back from NLM.

UPDATING SERHOLD

e To update an existing holding statement, remain in the SERHOLD Tab.
e In the Bibliographic Search/Update/Add section, enter the NLM

Unique ID, the ISSN, the OCLC Number, or the Journal Title or Title
Abbreviation

e Click on Search.
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SEARCH RESULTS SCREEN

e The SERHOLD RECORD DISPLAY section is where the bibliographic
information about the journal title is shown.

e Underneath the SERHOLD RECORD DISPLAY section is your institution’s
holding information for this title.

e To update the information, click on Update.
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http://www.nlm.nih.gov/tsd/serials/nlm_bib_add_mod_form.html

UPDATE SCREEN
e This is the screen where you will make your changes.

T RN e o L ]
L i raeH e
e T T e Pair i Cldigm
i Lo ] g -
gl oo ol oy e mor TyErE

T Fmis pad For g Emied perosd (8] £ Femsasais regs e 67 T ¥graialip ey W1 e g i e

Pl On TR T ———

[ras pa | o = - =

W) R [Re— e T T | T N — I

C crrereamend L wesi

[ric meaw e —— - n a8
Gl 01-30-0000 by EEHE1 " e | H'Iil o I'?il

Frcirgl e 1

It is similar same as the Add Holdings screen, except each updated title
includes information on when it was added or last updated and the User ID of
the person who did the updating.

AddedModified 01-30-2002 by EEXE1
Encading Level 3

e It also shows the Encoding Level of the title.

e All titles in SERHOLD should be at Level 3 — the holding statement must
include the amount held.

e Some titles that were converted into DOCLINE from the old system may be at
Level 2 — no information on the amount held.

e All Level 2 titles must be updated to Level 3.

BUTTONS
e Click on Update when you have finished updating your changes.

Update |  Add Diffarert Format | Rturn to Prev | Roset | Hei |

e The Add Different Format button allows you to add another holding
statement for the same serial title that is another format.
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You will add the new format following the same instructions for Adding
Holdings to SERHOLD.
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DELETING A TITLE FROM SERHOLD

e To delete a title from your SERHOLD holdings, click on the Delete button on
the SERHOLD Search Results screen.

A message asking you to either accept the deletion or to cancel it comes up.
e Click on OK.
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After receiving the message that a record was deleted, you return to the
SERHOLD Search/Update/Add screen.
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SEARCH/VIEW

e Under the SERHOLD module, click on Search/View when you need to find a
library that holds a particular title.

e This function is used in ILL when a request is needed in a rush, or when the
title is difficult to find.
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e The Search/View screen is similar to the Search/Update/Add screen
except the My Library option is not already selected.

e In the Bibliographic Search/View section, type in the information you
have — NLM Unique ID, ISSN, OCLC Number, or Journal Title or Title
Abbreviation.

e In the Search Limits section, you select the appropriate options to narrow
your search.

o The best search strategy is to begin the search in a narrow area and
gradually expand to a region or regions if necessary. Notice that there are
Boolean dropdown boxes that are available to create your search strategy.
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My LIBRARY
e The My Library option is not often necessary for searching.
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LiIBRARY GROUP

Click in the check box next to Library Group.

Library groups are 11 or more related libraries.

A window opens with all of the library groups available in DOCLINE.

Click on the group you want to search. To select more than one group, you
must hold down the Control (Ctrl) button on your keyboard while clicking on
the groups. This is called Control + Click.

Notice the first group listed is My Routing Table. By selecting this group,

you can search the holdings of libraries you already have a connection with.

e Once you have selected the groups you wish to search, click on Apply.
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STATE/PROVINCE
e To search an entire state or states, click on the check box next to
State/Province.
e A window opens listing the states and provinces.
e Click on the state or Control + Click on multiple states.
e Click on Apply.
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REGION

Click the check box next to Region to search an entire region or regions.

A window opens listing the NN/LM regions. Click or Control + Click to select
the appropriate region(s).

Click on Apply.
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LookUP LIBID

Up to 10 libraries can be individually searched.
If you know the LIBIDs of the libraries, type them in to the boxes
If you do not know the LIBIDs, click on the LookUp LIBID button.
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A window opens allowing you to search for the library by the institution
name, city, state and/or region.

Note: Not all the institutions found in the results have holdings in SERHOLD
or are DOCLINE participants.
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Once all the criteria have been selected, click on Search.
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SEARCH RESULTS SCREEN

Listed near the top left hand are your search criteria and limits.

The blue menu bar lists all the institutions that match your search strategy.
They are listed in alphabetical order by LIBID.

Notice in the column called Status, it will list if the library is inactive for some
reason. Another often seen status is Demo or demonstration libraries.

The right hand side shows the SERHOLD Record Display.

Underneath the Record Display is the holding information for the first library
listed in the Search Results.

To view on the holding information for another library, click on the LIBID for
that library.
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e Next to each LIBID in the Search Results is a small arrow in a blue box.

e By clicking on this you are able to link to the DOCUSER information for this
selected library.

e The DOCUSER ILL information opens in a separate window.
e By clicking on the DOCUSER Record button, you can view the library’s

Search criteria ;- 7901160 (ML
Search limits in effect : "AR' (31

Search Results

14 record(s) found
LIBID Status
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SERHOLD REPORTS

e By clicking on Reports in the SERHOLD module, you access all the SERHOLD
reports available to you.

e Submit Reports are those reports that must be submitted to NLM so they
can be created.

e Usually the reports are available the next day.

SERMHOLE Pleposts
Suomit Reports

s Tosubimt & fepoi. cids on e eppropnale iepord reme Fypedni

& T MwiEm o Cance! mispon iat e herss subrmipsc and |6 ninl et rescly click on ths Redeaad T ancsd
SubiriBed Repor ) Py vk

w Tid e, AT OF S5 & rapor Bl ded dy, chos on e Fepoins Reacly Ingerhink

O Yo
Hubkngs Camsida of Pl Bl
Cials

Lizwed 2 Holklings

LM Senal Tilks Changes
Regporls Sulbm Mag

Bt v iyt ol St
Bspaiisi

ERpois Fedidy

Linion Lists

]

HOLDINGS BY LIBRARY

e The most requested report is the Holdings by Library.

e Click on the report name to get the Request form.

o First select the Report Format Type — Standard or Delimited. (A
description of each format will be discussed later in this section.)

e If a User ID has the right to access more than one library, you will need to
select the LIBID. Most User IDs can only access one LIBID.

o The Select Reports Fields section allows you to create a report with the
selected fields include. Holding information, the library name, the NLM
Unique ID and the journal title are automatically included in each report.

e To added additional fields, use Ctrl + Click.

e Once you've made your selections, click on Submit Report.
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OTHER SUBMITTED REPORTS

e The other Submit Reports have similar Request forms. In most cases, you
need to only click on the Submit Report button.

o The Holdings Not Updated within One Year report can be used to find
titles that need to be updated yearly.

| Haldings Mot Updated within One Year

Library Group StatelFrovince

done- e
TAIFE LE

Submin Peport | Reset | weip |

e The Holdings Outside Publication Date report allows you to find those
holding statements with incorrect data.

Holdings Outside of Fubliceton Lrabe

Library Groug StatelProvince

fedoine- e
THLE=HE LES

Submit Beport | Reset | besip |

e The Level 2 Holdings report allows you to find those holdings statements
that need to be updated to Level 3.

Libsrary Growup StatelProvince

Submit Repaort | Ra=gt | H|:||:|-|

e The NLM Serial Title Changes report gives you the new records created by
NLM but have not been updated by the library.

e The new records are usually those that have had the title changed.

e You can select to receive the new records for the last month, 3 months, or 6
months.

MHLK Serial Title Changes

Select date range for the title changes
™ Lasi 1 memth # Last 3 momths ™ Lasi & memihe
LIBID Library Group Region StatelProvince

T orsa- - o

Subeit Report | Reset | Help |
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REPORTS SUBMITTED

e Ifitis necessary to cancel or view the status of the submitted report, click on
Review/Cancel Submitted Report(s).

e To cancel, click in the check box under the Cancel column and click on
Cancel Selected Report(s).

e The status of the report is in the last column, Status.

Cancel Report Name Reguest Date
r Haldings for Library THLUXEE 01-24-2002 Fending
Cancel Selectad Faponfs) | Help |

e Most reports are available by the next working day.
e A message will appear on the Welcome Screen when the report is ready.
o Click on the message to get to the report.

Messages for TELKKE

Unlversity Hospital (Test Record)
Mo massages

1 SERHOLD Bepodis) Ready

e Then click on the report name you wish to view.

e To delete a report, click in the check box next to the report name and click on
the Delete Selected Report(s) button.

e Reports will remain available in SERHOLD Reports for one week.

REPORT NANE REQUEST LAST VIEW MUMEER

Haldings for UMIVERESITY HOSPMTAL (TEST

DATE DATE RECORDS

r RECORD), Austin, TX a5 of 01-26-2002 01-26:2002 01-30-2002 12
- Holdings for UNIWVERSITY HOSPITAL (TEST 01.95.9008 01953003 2
RECORD], Austin, TX a5 of 01 -25-2002 sheble sebes .
Dol=te Select=d Report(=] | Help |
UNION LISTS

e Quarterly NLM creates union lists for states and library groups.

e Under the Union List section you will have each Library Group and your
state listed.

e The Union Lists are available in standard and delimited formats.

Uniamn Lists EEXE1
StatelFrovince : :

Holdings for Texas as of 11-03-2001 54658
Delimited Format Holdings for Texas as of 11-03-2001 S4RSE
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STANDARD AND DELIMITED REPORTS

o A delimited report will be separated by a character, for example, in this case
a comma.

o The advantage of delimited reports is that they can be easily transferred into
Microsoft Excel to be individualized.

Libcacy Hams, City.Scmcef/Poovincs, LIBID, HLE Toigue ID,O0CLC Wumbes, IS5, Ticle, Titls Asboev, Publixla
Fliniveraicy Boepitsl (Tears Facord| ™, "Auscin™, "TET, "TEUXXE", "OO4.5115%, "01941243 %, "OOE5-3411", " ichere
"Univeraicy Hompicsl (Teac Fecord] ™, "huscin™, "TL", "TEOXXE", "0OTZ4311", . "0149AZ LZ4", "OOO)-BAT7E™, "Lt
"Universicy Boepicsl (Tesc Fscord] ™. "Auscin™, "TE",. "TEOXXE", *TTO1401", "0 776Z LS, "O145=-72 177, " Tha
"Iniversicy Bospical (Teas FE=cord] ™. "duscin™, "TE". "TENXEE", *TE00 160", "OLLZ48 0T, "OSn-74904™ , “J LRI
"Universicy Bospital (Tess Fecord| ™ "Aupcim®™, "TE" "TEUERE™, "SGGERET™, "LOEESEE4", 1041 -BEE97, "douT
"Iniversicy Bospical (Teps Becord| ™. "Auscim®, "TEY. "TEUEEE™, "O4042 43", "0D1702 300", "0 T -3 1667, "The
"Iniversicy Bospival (Tesc Fecord| ™, "duscis®™, "TE", "TEUERE™, "007E410%, "01759 730", "002 T -29747 , "The
*Iniveraicy Bospival (Teao Beoord| ™, "Auacis®, *TEY. *TEUERE®, *TL0061%, "01083Z05%, "O0OT-BEE3", *JomL
¥Mniveraicy Bospival (Teac Becord) ®, Pluscin®, ¥TE¥ *THINEIER, 935253 13RP, POL7ESE0TYF, BO140-67549, "Lar
Fpivecalcy Bospival (Teat Eeoord] ™, "Auscia®, TE¥, "TEURKE®, "S£106323%, "126143TE%, "O385-31057, "Howe
Flniversilry Bospival (Tesr Eecord] ®, "AUsScia®, *TEF, *TEUIXER, S0401080%, "01713800%, "OOZ8-387687, THeur
I FUniversioy BSSpital [(1Tesf FBESOEd] =, "AUSCLia™,; "Ta% "ITEUaKE" "L Lo pd ¥ 010 ™, N O=-9 037, " T

e Standard reports are already formatted.
e The advantage of standard reports is that they can be easily printed or
transferred to Microsoft Word.

Haldings for UNIVERSITY HOXFITAL (TEST HECORD), Awin, TX as af 01-36. 5002

Advances m sargery,
LM Treque T0- 0045335

Haldinge: 1934

Arthives of dermatolagy.
IFLM Treque: ID: 0372433

Heldings: Latest § wears

Thew Eialierind il slnr.
HLM Uoague [0 714101

Haldings: Latest T vaars

JARLA - the jaurnal of the Amesican hediral Avceciaton,
HLM Mnaqee T 75001160

Habldinge: 308-320 314-336 347 10E3- 1949, 1991- 1557 DiO0-
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PRINTING REPORTS
e The way to print a report depends on the browser used.
e For Netscape:
(1) Click on the browser print button.
e For Internet Explorer:
(1) Move your cursor over any of the report information and then right
click your mouse.
(2) Click on the Select All option.
(3) Right click.
(4) Click on the Copy option.
(5) Open a word processing package.
(6) Use the word processing package to paste the data and then to
print the data.

SAVING DELIMITED REPORTS
e The way to save a delimited report depends on the browser used.
e For Netscape:
(1) Click on the Report Name hyperlink.
(2) Select File from the browser bar.
(3) Select Save As.
(4) Enter a file name with file extension ".txt". Example: report.txt.
(5) Click SAVE.
e For Internet Explorer:
(1) Right Click on the Report Name hyperlink.
(2) Click on the "Save Target As" option.
(3) Enter a file name. Example: Holding Report.
(4) Click on the drop-down list for Save As Type and select "Text File
(.txt)."
(5) Click SAVE.
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